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	JOB DESCRIPTION




	Grade:
	Manager
	Job Title:
	Registered Manager


	Department:
	Adult Services

	Accountable to:
	Deputy Director

	Responsible for:
	Service Staff Team


Purpose of the Post:

Be accountable for the provision of a high quality, user-led and cost-effective Service for people with Autism.

Ensure that the aims and objectives of the service are achieved in accordance with the organisation’s policies, procedures, objectives and legislative requirements. 
Duties and Responsibilities:

THE SERVICE:

1. Plan and develop services to ensure that they meet both the group and the individual needs of service users, through and effective system of Person-Centered Planning, service user planning, risk management and key working.
2. Promote the development, involvement, self advocacy and participation of service users within a stimulating environment.
3. Ensure that high domestic standards are maintained for service users, in terms of cleanliness, hygiene, catering and well-balanced diets.
4. Set, monitor and evaluate service standards to improve quality and performance. Act as an agent of change to ensure that service quality and performance is maintained or enhanced.
5. Ensure good working relationships are developed and maintained internally and externally.
6. Participate in the direct care of service users, rota cover and sleeping in duties.  
RESOURCES

7. Accountable for effectively deploying and managing the staff team. With responsibility for efficient rota management, recruitment and selection process, induction and probation of staff, supervision and performance review and meeting staff training and development needs, handling of all grievance and disciplinary issues.
8. Act as the responsible budget holder, setting the budget, effectively managing and staying within budget, maximizing resources, managing the petty cash system, managing service users’ finances where appropriate.
9. Ensure the maintenance and security of the building and equipment, liaising with the owners of the property as necessary. 
10. Encourage staff to take the initiative for developing the service and to enable them to respond creatively to change.
INFORMATION

11. Be responsible for the establishment and management of effective administrative and communication systems, in accordance with organisational and legislative requirements.
12. Provide information about the service to other individuals as required and in a suitable format, which may require formal presentations and written reports.
13. Represent and promote AUTISM EAST MIDLANDS in external forums as directed by the Assistant Director.
EQUAL OPPORTUNITIES

14. Ensure that the delivery of the service is underpinned by a commitment to equality of opportunity for all.

HEALTH and SAFETY

15. To work within and ensure that the service complies with the Health and Safety Act and Regulations, Care Standards Act and Regulations, General Social Care Council codes of practice, other legal or contractual obligations, AUTISM EAST MIDLANDS’s policies and procedures.
16. To obtain and display all required certificates and licences.
OTHER

17. Participate in out of hours support systems.

18. Undertake any other duties consistent with the objectives of the post.
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	PERSON SPECIFICATION




	Grade:
	Manager
	Job Title:
	Registered Manager


	Department:
	Adult Services

	Accountable to:
	Deputy Director

	Responsible for:
	Service Staff Team


	Personal Skills / Characteristics


	Essential
	Desirable
	Method of Assessment
	Short Listing Criteria

	1. Experience

	
	
	
	

	1.1 Experience in a residential setting or related field with management / supervisory experience

	x
	
	
	

	1.2 Working with systems to ensure effective reporting and recording

	x
	
	
	

	1.3 Monitoring service outcomes and taking corrective action


	x
	
	
	

	1.4 Managing budgets

	
	x
	
	

	1.5 Conducting staff supervision and appraisal


	x
	
	
	

	1.6 Preparing and chairing meetings


	x
	
	
	

	1.7 Report writing

	
	x
	
	

	2. Qualifications and Training


	
	
	
	

	2.1 NVQ 3 Health and Social Care

	x
	
	
	

	2.2 Prepared to work towards NVQ 5

	x
	
	
	

	2.3 Able to meet the requirements to be a Registered Manager

	x
	
	
	

	2.4 A professional qualification in Social Care or related field


	
	x
	
	

	3. Special Skills and Knowledge


	
	
	
	

	3.1 Understand the rights of people with Autism

	x
	
	
	

	3.2 Value the rights of people with Autism


	x
	
	
	

	3.3 Understanding of the application of equality and diversity


	x
	
	
	

	3.4 Understanding of relevant codes of practice and legislation and working within regulatory frameworks

	x
	
	
	

	3.5 Assess, lead, motivate and develop others to the highest professional standards

	x
	
	
	

	3.6 Analyse information, set and prioritise objectives, monitor progress taking corrective action to solve problems

	x
	
	
	

	3.7 Communicate written information in an effective manner

	x
	
	
	

	3.8 Prepare and manage budgets, monitor and control activities against them

	x
	
	
	

	3.9 Numerate


	x
	
	
	

	3.10 IT skills


	x
	
	
	

	3.11. Work well as a member of a team

	x
	
	
	

	4. Personal Qualities

	
	
	
	

	4.1 Maintain confidentiality


	x
	
	
	

	4.2 Use interpersonal skills to resolve conflict and encourage teamwork


	x
	
	
	

	4.3 Listen to people carefully and treat people with dignity and respect


	x
	
	
	

	4.4 Take initiative to improve one’s work


	x
	
	
	

	4.5 Use appropriate coping mechanisms to manage stress and personal emotions


	x
	
	
	

	4.6 Welcome change which improves service quality as development and a learning opportunity


	x
	
	
	

	4.7 Encourage and stimulate others to make the best use of their abilities


	x
	
	
	

	4.8 Actively seek to do things better for the service user and the business


	x
	
	
	

	4.9 Full and current driving licence


	x
	
	
	

	4.10 Work shifts

	x
	
	
	

	4.11 Available to be on call out of hours on an agreed rotational basis


	x
	
	
	

	4.12 Prepared to undertake sleeping in duties


	x
	
	
	

	4.13 Able to work additional hours when necessary


	x
	
	
	


The postholder will be required to undergo an Enhanced Criminal Records Bureau Disclosure.

Disability Discrimination Act 1995
The ways in which a disabled person meets the criteria for a post must be assessed as they would be after any reasonable adjustments required had been made. If appropriate, disabled candidates should indicate on the application form if they have needs which should be considered at the short listing stage.
SHORT LISTING PANEL:
	KEY:
	AF = Application Form
	CQ = Certificate of Qualification
	I = Interview
	R = References



	1.
	
	2.
	
	3.
	

	Interview Offered:   YES   (      NO   (



